
EDITING AN EXISTING
POSITION IN COREDOC



TYPE IN THE USER NAME: MANAGER

 TYPE IN THE PASSWORD:  MANAGER



CLICK HERE TO OPEN AN EXISTING CD.



HIGHLIGHT THE CD YOU WISH TO EDIT
AND PRESS ENTER.



CLICK ON HERE TO EDIT, ADD, OR DELETE A
SPECIFIC DUTY.



Click here to
manually edit an
existing duty

Click here to add
a new duty from
COREDOC

Click here to
delete this duty



WHEN YOU SELECT EDIT FROM THE PREVIOUS SCREEN THIS
WILL TAKE YOU BACK TO THE DUTY AND THE GRADE LEVELS
SCREEN.

CLICK HERE TO MANUALLY EDIT THE DUTY
DESCRIPTION.



TYPE IN CHANGES MADE TO TEXT TO
DUTY “A.”

SAVE YOUR WORK.



PLEASE READ.



PERCENTAGES ARE RE-DISTRIBUTED.  EDIT AS
APPROPRIATE.  CLICK CONTINUE TO PROCEED.



VERIFY THE TITLE, PAYPLAN, SERIES,
GRADE.

CLICK CONTINUE TO PROCEED.



VIEW YOUR COMPLETED CD.



CLICK HERE TO PRINT YOUR CD.


